
Department:

Class Code:

EEO Code:

FLSA:

This class specification is not intended to describe and does not necessarily list the essential job functions for a given position in a
classification.

Effective:

ADDITIONAL REQUIREMENTS:

MINIMUM EDUCATION AND EXPERIENCE:

REQUIRED SKILLS, KNOWLEDGE AND ABILITIES:

SPECIFIC STATEMENT OF DUTIES:

GENERAL STATEMENT OF DUTIES:
Under direction; performs work of considerable difficulty in coordinating and supervising a County department's management
information systems; and performs other work as required.

Considerable knowledge of data processing including systems analysis, programming and operations;  of modern management
techniques and principles;  of computer science.

Considerable skill in coordinating the development, implementation and control of integrated information systems;   in planning,
analyzing situations and problems and to recommend and implement approaches and solutions.

Ability to communicate effectively, both orally and in writing, with both management and technical personnel.

1357

None.

Countywide

Plans, schedules and directs preparation of programs to process data and solve problems by use of computers;  coordinates activities of
microcomputer users throughout the department;  confers with personnel to analyze current operational procedures and identify
problems;  writes detailed description of user needs, program functions, and steps required to develop or modify computer program;
reviews computer system capabilities, workflow and scheduling limitations to determine if requested program or program change is
possible within existing system;  studies existing information processing systems to evaluate effectiveness and develops new systems to
improve production or workflow as required;  establishes access and security standards and procedures to ensure data security;  sets up
data maintenance and disposition procedures to ensure that appropriate retention and archiving criteria are met;  advises department
director and other management staff on technical matters related to the management of information resources;  recommends policy
governing data/information resource management;  provides various technical consultations, directions, and training to departmental
staff;  communicates department needs to IST;  monitors progress and priorities of department projects being developed by IST;  creates,
maintains and runs Easytrieve and other reports for statistical analysis;  coordinates repair of equipment;  participates on various
committees;  trains, supervises and evaluates employees;  represents the department at meetings, conferences and seminars relating to
automated systems;  and performs other work as required.

Senior Automation Analyst

Completion of the core curriculum for a bachelor's degree in computer science or related field and three years of experience in systems
analysis and programming; or an equivalent combination of training and experience.
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